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% Fighting Inflation and Redustng Dafly
.." Opepeting Costs = ... .. . ona

0 5 Ye In wy wmovendun of 8 Kovesher I asked that esch of yow - &~ - - 47
' . engage yoursalf persenally in the Agescy’s fight against inflation L
and vepovt back to me by the conclusiom of 1974 the results of awy
actionz taken or proposed. From the submissious received and reviewed
80 far, I find that many of the actions proposed are cosmon to most
- of the Agency's components; for example, we are ail concerned with
reduction. of paper flows and {nisgration of filog systems, douhie-
. sided Xeroxing or reduction In Xeroxing. reductiens- fn cupies of ,
. .reports and conservatism in the use of saministretive supplies. AR
The Directorate records mapagement prograus have shewn significant = -
_rasults in terms of dollar savings, and the possibilitiss for come o
tinuing and expanding in this regard are encowrging. He are cone
corned as well with enerqy conservation. The OFfca of Logistics,
in cooperation with GSA, has reduced effectivoly overell fuel and
power consurption. He may all contributs i thiz reqard by sisply
turning lights off and heat down at the end of tha day. B

. 2« QOther actionz proposed are efther unlque to particmlar @
 components or are policy considerations of ona 0¥Fice which {mpact .
- on the entire Agency. For example, the Office of Cosmumications .
" {s proposing that we campalgn o reduce considersbly the uneiFicial
- usa of the black telephone lines = izl 9° ¢aliing which during

| FY 1974, cost SHS5R for 2.8 millten cells. The Offics of Joint
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Computer Support h&s becun to use a vribbon re-inking service for
ribbons used with computer line printers. OJCS estimates they will.
save $8 to $10 thousand annually. Other components should take
advantage of this service. : S

3. There are, of course, many other ways to0 decrease our
costs and fight inflation. As a start, we will now reguire a
tigher level approwal for many of the services provided by the
Administration Directorate -- rejocation of telephones and addie
tional telephope Ténes, for exarple. Each 0ffice Director should
personzlly insure that services requested are absolutely essential.
Some are now being reviewed at the Deputy Director level =~ this
practice should continue end X commend 4t to aach of you. Office
Directors should also review and revalidate all publication sub-
scriptions for his Office. Those Offices with| |
overseas field fnstaliations should review and
‘Table of Vehicular Aliowances with a mind 2o reducing the nusber
of vahicles. Al awnagors should remain oare of the possibility
of using more ecorcmical substitutes. For exarple, Jast fiscal
year the O0ffice of Coomunications Installed a HATS 1ine which
resulted in the saving of $55,000 with (he reduction of cutcoing
Tong distance telephone calls. The DO/1 Imacery Analysts Scyvice
has realized a savings of $150,000 by transferring 1ight tables to
EPIC and veplacing hem with equipment costing only 1aif as much.
Office policies should bz reviewed to see wholher or not savings
way be gained on an Agency-wide basts by changrs, Fop axample,
the BD/0 1s zonsideriag leagthening PLS tours 1n ovder to save on

travel and shipping wosts and one OD/S&T 07fica bas racaforced its :

- concept of three-yeas tours for the sawe vomsens, . - . L.
4. 1In dditica %0 sctions taken on the above, ¥ ask that you -

-

continue %o oxplore wMays to gmerate savings in the use of sdafnistra~

tive supplies. Rejuiremsenis Tor typsuritien or cosputer veports should

be revigwed to datzraine that the number requested 13 actwmally needed.

Certain DO/I and BO/S4T Ovfices have {nftiated specific astions to

affect reductions {a the consimpion of computer pavsr (and tapes).
vhevaver mssible, reproduction equisment should b2 shaved by several

offices. If possidie, Zi-hour opevations should b2 redeced. Shifts
shouid be changed to provide early and lats coverage and flexible
working hours should vz arvaaged o vreduce the use of overtime.

§. We rust Figkt fnflatfon at all Tevels of the Agency. Only .

by managenen? exampls will 217 enployses come to understand that we
are truly cozritied %o this task. I have instructad the DD/A to _
menage this effort for so and to {ssue whatever {astructions may be
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. oy
. necessary. You should coatinue to report to me through the DD/A
| on a quarterly basis beginning T April 1975 so that we may quantify
P and report to the President the resuits of our efforts in this pro= .
| gram. I will cammicata with you mrﬂmr as otmr ideas ars gaaerated. R
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